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St. Benedict the Abbot Church
Altar Server Training

 (Reviewed/Revised: 2/27/10 7:03 AM)
General

Dress code 

· Solid Shirt or Blouse that cannot be seen through your alb (vestment).
· dress shoes and socks/stockings, (No sneakers or sandals unless socks are worn with sandals)  trousers for men and dress slacks for ladies (No Jeans, Skirts, or Shorts)
· applies to substitutes and fill-ins also (if not dressed according to the dress code, you should not substitute for another person or fill-in)

Attendance 

· Liturgical ministers/servers are to arrive at the sacristy 15 minutes before the time scheduled for Mass. “Fill-Ins” will be called for 10 minutes before the beginning of mass, at which time any missing scheduled minister/server is considered absent. 

· Be responsible.  If you are scheduled to serve, then show up on time.  If you cannot make your scheduled time YOU are responsible to find a replacement. Don’t just let it go! 

· If you cannot be present at a mass for which you are scheduled, it is expected that you make a sincere attempt to arrange for a substitute. (The list of current servers/ministers is sent with the schedule). Please call the parish office to let us know of the schedule change so that we know who is responsible for ministering/ serving at each mass. If you have not been able to find a substitute by the end of the day on Friday, please call the parish office to let us know that we should not expect you and that you tried to find a substitute. 

After the Liturgy

· You are expected to get things set up for the next mass. You should:

· bring in the cruets (water and wine) and place them back in the refrigerator.  

· Empty the water bowl and refill the pourer and put back out on the credence table.
· extinguish all candles that were lit for Mass

· Do not purify/clean any of the vessels used for Mass (Chalice, paten, ciboria). Set these on the counter next to the sink and the priest will purify them when he gets to the sacristy. 

· Please remember to be neat and conscientious about hanging up your albs. When you open the collar of your alb, please pull on the snap itself, not on the slit below the button (which causes the snap to rip out).

Anything Else?!  Write Below

During the Liturgy

General Reminders
- Presence
· Reverence – bowing, genuflecting – make gestures full (bow and genuflect with reverence).

· At the beginning of Mass when the ministers go to the back, all should genuflect (if possible) and at the end when they return to the sacristy, all should genuflect.

· Lead the community in word (prayers, singing) and gesture (posture, attentiveness, actions during the Confiteor and Creed) by example. Respond to the prayers and recite the Creed and the Our Father out loud with the people. Sing the refrains to the Gloria and the Responsorial Psalm.

· When sitting, please sit up straight with your feet flat on the floor and your hands flat or neatly folded in your lap

· When kneeling and standing up after kneeling, please keep hands folded as if “holding a dime between your middle fingers.”
· If ever you feel faint, go to the sacristy.  There is water in the refrigerator, but tell the preist first.

- The cabinets
· There are three reasons why you would need to go into the cabinets:

1. To get the tabernacle key if directed to do so by the priest

2. To get more hosts to prepare the altar

3. To get the cups for the precious blood

- Incense
· On special occasions (like solemn masses and funerals), priests will be using incense. 

· It is your responsibility to know how to work with incense; if you are not sure what to do, have the priest or a server who knows explain it to you. 

· Some basic instructions:

· As a reminder, the only appropriate place for matches is in the glass ashtray 
· The only appropriate place for used charcoal or charcoal ashes is in the urn on the sink next to the wall 

· To light a piece of charcoal: Use the tongs in the drawer  to hold the charcoal, and the striker (not a match) to light the charcoal. Hold the charcoal in the sink and hold the flame up to an edge of the piece of charcoal for a few seconds and it will ignite. Once ignited, the piece of charcoal should be put into the  thurible or censor
. Be careful in touching the thurible/censor once you’ve placed charcoal in it, because it can get very hot and you can get badly burned from it. Once prepared, the thurible and boat
 should be placed on the stand (which you move from the sacristy to the sanctuary). The only places where the thurible can be put down in the sacristy is in the sink. 

Clarifications

· Candle bearers – remember to hold the candlesticks straight – even going up and down the steps.

· Bring the Sacramentary to the priest during (not after) the Gloria when the congregation is saying the phrases that contains “With the Holy Spirit.”
· When passing across the sanctuary, you should go in front of the altar and bow.  
· As soon as everyone sits down after the intercessions, the ushers come forward to take the collection. The server who is responsible for taking the Sacramentary to the altar should do so now; also, the server who brings father’s chalice to the altar should do so now. Place these things closer to the outsides of the altar – not in the center of the altar. Before the priest goes down to receive the gifts, he will go prepare the altar. When he’s finished, he’ll walk around the altar – you join him to go receive the gifts. Only the priest is to put the ciboria on the altar. If the priest gives you a ciborium to carry, bring it to the altar and wait there; the priest will take it from you when he gets to the altar.  

· At communion time - don’t wait for the priest to drink from the cup before you get up and get in position to receive communion; move right after you’re finished saying “Lord I am not worthy to receive you, but only say the word and I shall be healed.”

· Patens:  After you receive communion, go get a paten off the small table beneath the credence table.  Hold the paten with the hand on which side you are serving. If you are to the right of the minister, then use your right hand, etc.  Be awake!  Wait until the person puts their hands out or their tongue out.  After the preists purifies the patens, place them back under the table.
Before the Liturgy

· Vest – the length of your alb should be such that it hangs to about your ankles

· light all candles (including paschal candle, advent candle(s), and memorial candle, when appropriate); when done lighting candles, do not slide the wick of the taper back  into the tube – blow the flame out and let it stick out so the hot wax can dry.
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� Thurible/Censor:  Thing with incense that smokes when swung.


� Boat:  Thing with incense stones or powder in it.  Has a spoon.
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